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1. Click on the History tab.   
 

 
 

2. Enter the PO # in the Purchase Order No. text box. 
3. Click the Search button. 
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4. Click the PO #. 
 

 
 
5. Click on the Receipts tab. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. 

5. 
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6. The Status indicates that the items were received. 
7. To view the receipt, click on the receipt number.  To see a printer friendly version, click on the Printer 

icon.  For this example, we will click on the Printer icon. 
 

 
 

8. After reviewing and/or printing, close the browser. 
 
 
 

7. 

6. 

8. 
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9. This completes the steps for this procedure.  Click on the East Carolina University icon to return to the 
home page. 

 

9. 


